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1. SPECIALIZED ACTIVITIES:

&, Prepare, or assist in the prepsration of, Logistios Annexes
to projects and programs and conduat the yrequired coordins~
tdon, review and authentication within the Division.

Hotes 11 vee stated that the Division hes completad the
preparstion of detsiled Annexas for sll projocts
having & reguirement for materiel.

v. TFrepere, or aseist in the prepsraticn of, Forecasts of
Hateriol Requirements and perfora fur the iLivision such re-
view a8 mey be required to sssure conforzance to plans and
policy snd to ssoure coordination and suthenticetion within
the Division.

Hober Tue to the pecularities of the [dvisiom, it iz likely
that Forecasts, when required by Loglsticas Officer,
will be prepsred totally in the Loglstics Dection
from the detelled Anmenes referred to ghove.

¢. Frepare reguisibtions and requests for shipment and review
adequacy of requisitions prepered elpewhare in the division;
follow-up with Loglstics 0ffice to assure timely delivery;
and meke distribution ses required ef sopies of reguisitions
and ¥lta,

d. Frepere special and recurring raperts, or coordinate the
prreparation of reports by ovther headguarters of field ele-
ments of the division, and review for relesse to requesting
affice.

Hote: At the pregsent time ihe requirement for reports is
nagligivle. However, it may be expected thet some
veports wlll be required by the Loglstics (iffice
from the field end headguarters as procedures sra
developed to tiphten up the supply system control.

¢. FPrepere, or assist in the preparation of, speclial routing,
packsgingy and asnlpping inetructions srd plen channels for
the wovemsnt of materdel to fleld stations.

f. ¥alntelin real estate records on property used ag sefc
hounes.
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saintain wehisle records and Ueglarations of Trast on those
veudelos purchaged from sgengy funds by desp and medium cover
individusls.

voter The keeping of wehicla records is s functien of the
Logietiss GfTice tut that office has in certain in-
stances delegeted to hrea Divisions the rosponsibiiity
Por resords on the shove type vshicles.

scte to sspist Traneportation Civision in problex cases in-
colvine thi movezent of pevsonal effects smd automobiles,

Provides supperting dats for Wudgetary compilations con~
cerning materiel sstimates.

saiptelns 1isisen with the Logietics 0ffics, nodital, Comed,
156, senler O taffs, other aree divisions snd otherson logls-
$ical pethers of common SONCErT.

“gintaine operational atock roum for the Sa Uivision and
ingidantal stock control records.

Tasses on pegueste for vehisles, admintatretive sud quast
official, 28 to justifisstion for purchase, replacenent or
dispoasl, type to be used, and sintiliar fastors, anc pre~
pare requests on the Logistics Uffice fur sction.

netes The question of vehicles is disounsed elsevhere in
the study.

NS FECIALIZED ACTIVISTES - Zdministrstive/Cencral @ srvice/
toumekeeping matisre
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bevelop plans for hesdquariers sphdte, furniahings and tele-
phone cublets moves in the oane of major yearrangenent.

sipintadin records of Clsss 2 furniturs in hestdousriers
afficen.

suts as olesring polnt for all division recuests for re-
produetion and procenses reguests to central reproduction
faollity.

spintaine reproduction equipsent for wes bty division per~
sorel.

Hote: This sppesrs Lo be an UDNSCEOIANY agtivity sinte re-
produstion equipment is available o anyons wWho CAres
to ume 4% in Hoom PUFT? J end the egquipsent is mein-
teined for that purpuse.
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iots as elearing point for the division on all demands on
the Pullding Services Officer for repsirs and muintenance
work.

Atte a# @ olearing point, and obtsivs mervice, on all divie
slen regnuats for typewriter and office mechine repsirs.

Kecolives and consolidates all ook and periodical requests
for the buadquarters and field elements, snd prepares
necepsary order foras end services compleints conoerning
non-delivery.

Reoalves and transmits to the mobtor Poul sil calls frox
whithin the divielon for use of offtcisl sutomobilss.

#isvellemous othey services.

o S

Approved For Release 2001/07/28 : CI%—:&EE%-O4718A001000320022-3

Secarity Information



